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i. Division md OMa Function What is &function of t& Division m d  the Dffice in which this reford series is created? 
'he E C I A  Chapter 2 Sect ion i s  a p a r t  of the  I n s t r u c t i o n a l  Media D iv i s ion ,  O f f i c e  o f  I n s t r u c -  

- 
5. R.mrdr brim T i  I f o l l W  bv title uad in office; if diffepntl y, 8. b/ly& 

I nCAl -SCHOOL SYSTEM CHAPTER 2/ECIA APPLICATION CASE. FILES 

~. 
.~ ... ~~ 

~ 

~~ 

i o n a l  Programs. 
ct) Chapter 2 Program f o r  Georgia and provides r e l a t e d  advisory/consul  t a t i v e  serv ices  w i th -  
n the  Department o f  Education and t o  l o c a l  educat ional  agencies. 
esponsib le  f o r  des ign ing and implementing workshops r e l a t e d  t o  planning, implementing and 
va lua t i ng  Chapter 2 programs and p ro jec ts .  They must i n t e r p r e t  laws, r u l e s  and regu la t i ons  
edera l  and s t a t e  p o l i c i e s  and gu ide l ines  and advise admin i s t ra t i ve  personnel on complying 
r i t h  p rov i s ions  of Chapter 2 law. The Chapter 2 Sect ion i s  respons ib le  f o r  adv i s ing  school 
ystems and o the r  educat ional  agencies on conduct ing se l f -eva lua t i ons  and r e s o l v i n g  any 
l iscrepancies revealed when eva lua t i ng  p r o j e c t  e f fec t i veness .  
h i s  o f f i c e  i s  the  development o f  t h e  s t a t e  plan, fund ing  d i s t r i b u t i o n  formulas and guide- 
ines  _. ._ and rev iewing  Chapter 2 a p p l i c a t i o n s  t o  ensure compliance w i t h  fede ra l  and/or s t a t e  

This  Sect ion admin is ters  t h e  ECIA(Education Consol i d a t i o n  and Improvement 

Chapter2  s t a f f  a r e  

An a d d i t i o n a l  a c t i v i t y  w i t h i n  

. Record .%rim D.IQipt iDn This file contains the following documents linclude form numbemnd titles, if my): 
Attadlsunolesofthefile. 

Documentsrelsting to: Admin is te r ing  the  Chapter 2 Program i n  Georgia by rev iewing  and approving 
Chapter 2 App l i ca t i ons  from l o c a l  school systems and p r o v i d i n g  r e l a t e d  adv isory  and 
c o n s u l t a t i v e  serv ices.  
Indudedare: DE Form 0607 (App l i ca t i on  f o r  Chapter 2 Funds) DE Form 0262 (Request f o r  Pro jec 
Extension), A p p l i c a t i o n  Checkl is t ,  On-Site Review Forms, DE Form 0261 ( P r o j e c t  Completion 
Form) and r e l a t e d  correspondence. Computer r e p o r t s  [sumnarizing Pro ram q u a n t i t a t i v e  data 9 

such as No. o f  Teachers, No. o f  Students, Funds Expended, by system ! )-.a. 4l9)87 

Fileisarranged: Chrono log ica l l y  by F i s c a l  Year; thereunder a l p h a b e t i c a l l y  by  school system 

8. Monthly Rduma R.n 
9ne to SIX months old 

twenty-five monthsandolder occasion$lly 

Lettersin draurars 

Haw often are remrds referred m which are: 
Dai 1 V : Sewn to twelve months old Dailv: Thirtwn to twenty-four months oldOccasiona1 l y  

. Annual Reto d h i n u l l t i o n  of RaDrds  
; Lcpal4ze drawers :shelm : omar Iemcw - 1 

' o ta l  Current  Accumulation: 3 1/2 L e t t e r  Drawers 
1-50-71. R.r.76 IOVrl 
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1. RmntionRmwinmenu The following requires the series to be kept: 

years. 
years. 
years. 

a. State Law d. Audii period 5 

f. Federal retention innructions 5 
** 6 b. Statute of limitation \p*r-yeMs. WWS. 

.~ ,5, years. c. Federal law 
e. Admininrrtiw need 

0 Transfer to local holding area; hold . vear(s);then 
OD Transfer to State Records Center; hold A y e a r ( s ) ;  then 
Q Denrov. 
0 Transfer to State Archives for prrmanent retention. 
0 Other fwify) 

Attad, cow or exert of laws rn regulations. Explain adrninimatiw need. 
PL 100-297 (Hawkins-Stafford Elementary and Secondary School Improvement), Amendments of 
PL 97-35 Edu a t j o n  Consol idat ion Improvement Act  o f  1981 1988 

(Federal R F  egu a t i o n )  
734.requir s rec  r s t o  b t  ppt $ gears from P r o j e c t  Completion Date/thus 

sition Instrustions 
then, 

a t i v e  nee5 f o r  P i f e s  i s  o a o years. 
Th is  wpnw recommends mat tha file ~m ta cut off at the md of each: 
0 Calendar Year; d Fiscal Year; 0 Other 

y-8. b/l’fb?-**NOTE** Pro jec ts  must be completed by end o f  Fisc, 
bo Hold in the current files area l l W l t h ( S l  3 v+u(s); then Year/Left-over funds a re  reimbursed 

t o  the  Dept. o f  Education and may bi 
re-issued t o  the  system i n  the  nex t  
F i s c a l  Year f o r  a d i f f e r e n t  p r o j e c t  

(per  L a r r y  Purcel l /ProBam -. Coordinati 
06/ 14/89) . z: 

__- 
c, 
-_  _ -  _ -  
.-.- _- .. 
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These instructions apply to al l  pior and futwe accumulations of the series, 

, 


